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SECRETARY TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duty of which is assisting the Fire Chief by providing
adm ni strative support and perform ng clerical duties and office
functions. The Secretary to the Fire Chief receives, processes
and files records and reports of the departnment, and maintains
schedul ed appointnments for the Fire Chief. The incunmbent of
this class prepares correspondence for the chief’s signature,
assists in the preparation of the departnental budget, and acts
as a receptionist for the fire departnment. The Secretary to the
Fire Chief perfornms routine duties independently with sonme
supervi sion, reporting to and having work reviewed by the Fire
Chi ef .

EXAMPLES OF WORK

Examples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Recei ves, reviews, and processes assigned records, reports,
i nterdepartnental correspondence, and other materials in

accordance with departnental procedures. Reads and organi zes
graphs, charts, manual s, records, reports, or rel ated depart ment
documents in order to conpile and wite reports. Checks

departnment records and reports for conpl eteness, accuracy, and
conformty to established procedures. Conpletes all records and
reports required or assigned.

Sets up and maintains a filing system Files correspondence,
forns, records, or reports al phabetically, nunmeri cal ly,
chronol ogically, or by subject matter. Maintains records on the
| ocation of materials renoved from files and traces m ssing

files. Di sposes of obsolete files and records in accordance
with established retirement schedules or |egal requirenents.
Mai ntains a roster of departnent personnel including nanes,

addresses, tel ephone nunmbers, and other pertinent information.
Maintains a |library or archives of materials for future use or
reference by departnent personnel.

Schedul es appointments for the Fire Chief, including keeping
records of schedul es and notifying the Fire Chief of schedul ed
events. Acts as receptionist to visitors to the departnent,
i ncluding answering the telephone, and directs visitors and
calls to the appropriate individuals or offices. Opens, sorts
and distributes mail. Places calls and handles routine
questions and requests foll ow ng departnment procedures. Attends
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nmeeti ngs, conferences and sem nars, and takes m nutes or notes.

Types letters, fornms, nenos, statenents, formal reports, or any
ot her docunents as assigned by the Fire Chief. Proofreads typed
mat erial and corrects errors. Takes dictation and transcribes
from notes, using | onghand. Replies to any routine
correspondence or requests on own initiative follow ng
departnmental procedures or from oral or witten directions.
Conposes business letters, and conpil es and organi zes data
needed to wite reports.

Operates a conputer termnal in order to enter, copy, oOr renove
information from files. Locates and retrieves information or
documents from hard copy files and the conputer database.
Perforns appropriate back-up function in conputer files.
Operates a facsimle machi ne, copying machine, calcul ator, and
conput er software when required.

Assists in the preparation of the total departnmental operating
budget by compiling information and conputing sal aries, hours,
overtime and rel ated data. Orders and distributes supplies and
equi pmrent as needed. Prepares checks for paynment of departnment
bills and purchase requisitions according to departnental
pr ocedur es. Posts itens into journals, |edgers, or other
accounting records and bal ances as required.

Acquires estinmates on repair costs, and | ocates and arranges for
repairs and nmmi ntenance for any assigned equi pment.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be met by the filing deadline for application for adnmi ssion to
t he exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of |egal age.

After offer of enploynment, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must not be |l ess than eighteen (18) years of age.
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